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Summer Graduate

Background Information: If a student did not graduate on time at the end of the school year but
intends to earn enough credits to graduate during the summer, he should be given a “GP” Graduation
Pending - High School Completion Status. When he subsequently earns the credit and qualifies for
graduation, special attention needs to be paid to entering codes and dates correctly. If the student fails
to earn the required credits, he will become an automatic dropout for Clearinghouse purposes
(without your intervention). Important: The procedures described below are based on the assumption
that your Clearinghouse upload file has been submitted prior to when students earn the needed
graduation-qualifying credit. If it has not, insert graduation dates/codes in the usual way.

& Enroll
Click on located on the following screen:
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tMant Harmon e High 2014

© Enroll Student
Enroll New Student  Plsee snsurs i stiatent dows 001 lready exit Enroll Existing Student
Legst First Name Legal Middie Name Legal Last Mame Stuaent (D
Birthdate SSID
& Enroll
This screen will appear each time you select . It allows the user to find a

current student, determine whether a student record exists in the district database prior to
adding a student, re-enroll a prior student, or add a new student. It has sophisticated
searching options and built-in features that prevent entering duplicate and ineligible
students or inadvertently modifying data on the wrong student.

Search Options:

1. Based on last, first name, and birthdate - full or partial characters can be used.
2. Based on Student ID - the entire number must match for a student to be located.
3. Based on SSID - the entire number must match for a student to be located.

This search is referred to as the Enroll Student Search and does a district wide search each
time.

© Enroll Student

Enroll New Studant #eese sosure ths shadent o R L Enroll Exsting Student

Legal Firt Paame gl Mickitie Nane Ll et Hame Stasens 10

i

& Likely Matches

No students fourndt.

& Other Possible Matches

Bru Oun e

[ weas Select the Student Card

m ar Enroll New Student

The search gives the user possible matches based on the information that has been entered
and allows the user to determine if it is the same student or a new student.
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Bru Oun
Grade: 8
Gender: M
Birthdate: 25 Jan 2000

If it is the correct student, select the student card
e The Enrollment screen will appear with any of the student’s previous demographic
information. All information for a student is now located on a single screen that has

been broken into sections based on the information being collected and entered.
e Scroll to the Student Enrollment section.

B2 Student Enrollment

© Add Enrollment
> 2012-2013 Grade: 11 Final Exit Code: TT -

Graduation Year High School Completion Stafus Gradusation Date D Retain Student at current grade level |:| Do Mot Rank

2014 « Choose » ﬂ

e C(lick © Add Enroliment

Add Enroliment

Traok

Carbon High School VI

Grade

12 V]e

Eftective Duate

08/21/2013 @

Stmtus

A: Active v| e

Entry Code

NA-Non-Attender VJ &

e Grade - select “12”

e Effective date - first day of school
e Status - A: Active

e Entry code - NA-Non-Attender

o Click MEaSs
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8 Student Enroliment

© Add Enroliment
Current Year: 2012-2013 Grade: 12

Track Status Entry Exit Primary
Carbon High School A 08/21/2013 05/2212014 « cCw » X
Advisor: Unassigned NA-Non-Attender
» 2012-2013 Grade: 11 Final Exit Code: TT _-
'sduation Year High School Complefion Status Gradustion Date b | Retsin Student st current grade level I:‘ Do Mot Rank

2014 « Choose » ﬂ

e High School Completion Status - select the appropriate graduation code

e Graduation Date - enter date

e Graduation Year - should remain the year the student should have graduated
e Scroll to the District Information section

™ District Information

== ot Menreroe tcvo o Menewroe Sevoud 3l Trvem 0BG Code Pazcert Tars

~ arbors High Scho (v Saly Mauro Elementay A\ bon 45 v M2k Resldert v

e Change the “Resident Status” to “x-ES Change Record”

e Scroll down to the bottom and click M

@ changes saved successfully.

e When you received , scroll back down to the Student

Enrollment section

B2 Student Enroliment

© Add Enroliment
Current Year: 2012-2013 Grade: 12

Track Status Entry Exit Primary
Carbon High School A 08/21/2013 05222014 CWwW » X
Advizor: unassigned NA-Non-Attender
> 2012-2013 Grade: 11 Final Exit Code: TT _-
Graduation Year  High School Complefion Ststus Graduation Date I:l Retain Student at current grade level I:‘ Do Mot Rank
2013 GR: Graduated ﬂ 08/21/2013

e Select Y to withdraw the student
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Carbon High School Withdrawal

Attention’ If you continue with withdrawing the current status(es) and save
these actions, scheduling and attendance data will be permanently deleted!

Reason

Effective Date

08/22/2013

Cancel OK »

e Reason - select the appropriate code for the student

Effective date - make sure that the exit date is NOT the same as the entry date
o  Click S

B Student Enrollment

© Add Enroliment
Current Year: 2012-2013 Grade: 12

Track Status Entry Exit Primary
Carbon High Schoal A 08/21/2013 08/22/2013 4 & X
Advisor: Unassigned NA-Non-Attender OG-Other Graduate
> 2012-2013

Grade: 11 Final Exit Code: TT -

Gradustion Year High School Completion Status

2013 GR: Graduated

Graduation Date

08/21/2013

I:‘ Retain Student st current grade level |:| Do Mot Rank

e Scroll down to the bottom and click M
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